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PROGRAM POLICIES and PROCEDURES for CANDIDATES
NJPSA Membership

Applicants do not have to be regular NJPSA members to be eligible for admission to NJ EXCEL. However, all candidates who are not already regular members will receive an Aspiring School Leader membership, which will be included in tuition. This membership entitles members to special benefits and services, and discounts for NJPSA events and FEA professional development activities. Supervisors are not eligible for NJPSA Aspiring School Leader Membership because they are in a regular membership job category.

TUITION, REIMBURSEMENT, BOOKS, and FEES

Tuition

FEA is committed to maintaining affordable tuition rates to increase access to the NJ EXCEL Program. However, FEA reserves the right to increase tuition for new NJ EXCEL cohorts as may be required to sustain program quality. Tuition includes all program costs except books. Tuition may be paid by personal or certified check, money order, or credit card.

NJ EXCEL is not responsible for securing financial loans for candidates. However, NJ EXCEL will cooperate in the signing of necessary documents to verify acceptance and enrollment in the program.

Tuition Payment Policy

The first tuition payment (deposit) of $2500 is required within seven (7) days following written notification of acceptance into the program. Following admission to the NJ EXCEL Program, all candidates are required to submit a Tuition and Fees Payment Plan, which is a formal contractual agreement that details each candidate’s payment schedule with specific amounts to be paid by the candidate for tuition and fees (i.e. books) during the program. The Tuition and Fees Payment Plan is completed by each candidate in consultation with the Associate Director for School Leadership Programs, who must approve the plan. The candidate’s signature on his/her Tuition and Fees Payment Plan indicates his/her personal and professional commitment to budget and pay ALL tuition and fees in accordance with the approved payment schedule.

The Tuition and Fees Payment Plan requires tuition payments on a Monthly Basis, due on the first of each month.  The Associate Director will review candidate’s payments each quarter.  Candidates who are not current with tuition and book payments will not be able to continue in the program.

NOTE:

(1)   Candidates will not be able to complete their required External Portfolio Review (EPR) if at least 90% of full tuition and all books are not paid.

(2)  FEA will not transmit applications for certifications to the NJDOE unless 100% tuition and all book fees are paid.

(3)  Candidates will not be able to participate in the NJ EXCEL Graduation Ceremony unless all tuition and fees and books are paid in full and all program requirements are completed.

(4) NJ EXCEL expects a professional commitment on the part of all candidates to make regular payments without reminders or other measures to ensure that sufficient payments are made in a timely manner, and that all payments are completed by the end of the program.

Program Extensions and Payment Policy
Candidates who request an extension to complete the program must comply with the tuition, books and fees payment policy in order to retain “active status”. Approval of an extension of time to complete program requirements requires that at least 90% of full tuition cost and ALL books are paid at least 60 days prior to the scheduled program completion date in order for candidates to maintain “active status”.

Program Withdrawal and Payment Policy
Candidates who withdraw from the program will be responsible for tuition, books and fees payments up to and including the official date of withdrawal and will not receive a refund for tuition, books, or other fees that were paid up to the effective date of the withdrawal. If candidates have any unpaid books or other fees, they are expected to pay in full for books or services received (i.e. mentor stipends). If the tuition, books and fees paid at the time of withdrawal do not cover expenses for services rendered (i.e. mentor stipends), expenses will be pro-rated and the candidate will be billed accordingly.

Program Termination and Payment Policy: 

In cases where candidates have been terminated from the NJ EXCEL Program, they will be responsible for tuition, books and fees payments up to and including the official date of termination and will not receive a refund for tuition, books and fees that were paid up to the effective date of the termination. If candidates have any unpaid books or other fees, they are expected to pay in full for books or services received (i.e. Internship mentor stipends). If the tuition paid at the time of termination does not cover expenses for services (i.e. mentor stipends), expenses will be pro-rated and the candidate will be billed accordingly.

Tuition Reimbursement Policy

Regarding tuition reimbursement, designated NJ EXCEL staff will sign pre-approval forms for district reimbursement to verify that candidates are/will be taking specific courses. However, NJ EXCEL staff will not provide a letter or transcripts verifying that candidates completed courses and should be reimbursed for tuition paid unless tuition and book fees are totally current. NJ EXCEL cannot validate that candidates are entitled to be reimbursed for more tuition than they have actually paid. 
Books and Instructional Materials
Book Payments

Candidates are responsible for costs related to books and materials required for the program. NJ EXCEL requires that candidates buy all required books. NJ EXCEL does not accept returns on any or all books for whatever reason. This policy is based on NJ EXCEL’s commitment to ensuring that all candidates make the investment in, and therefore have, all the required books at their disposal for their use during the program and ultimately have their own personal professional library when they finish the program for continuing use and reference.
Candidates may pay by personal or certified check, money order, or credit card. NJ EXCEL will make copies available of other selected readings and materials, which are included in the tuition. 

NOTE: 

(1) Book payments are due within thirty (30) days of each book delivery.

(2) Candidates who withdraw from the program are responsible for payment of all books received up to the date of withdrawal.

(3) Candidates who request an extension to complete the program must comply with this book payment policy. Approval of an extension of time to complete program requirements does not imply an extension of time in meeting commitments related to payment for books.

(4) FEA will not transmit applications for certification to the NJDOE unless all book costs have been paid in full.

Book Deliveries

Books will be ordered by FEA to take advantage of publisher discounts, which will be passed along to candidates. Some books will be distributed by FEA. The majority of books will be delivered directly to each candidate at his/her school/district address by Barnes and Noble. Books will be delivered approximately every 2-3 months during the program (3 deliveries for Model #1/2; 4 deliveries for Model #3).
PROGRAM EXTENSIONS, WITHDRAWAL OR TERMINATION
Extensions

Candidates must submit written requests to the Associate Director for extensions to complete projects and other program requirements beyond the end of their cohort’s program schedule. Candidates granted extensions are expected to complete all certification requirements within six (6) months of the date that the extension went into effect. NOTE: Candidates who do not complete within one year will automatically be placed in inactive status and must apply for re-admission to the program, which requires a $250 re-application fee.

Withdrawal

Candidates may withdraw from NJ EXCEL by providing written notification to the Associate Director for School Leadership Programs in advance of the expected date for the withdrawal to go into effect. Candidates who withdraw may re-apply within two years of the effective date of withdrawal to complete the program, and must pay a $250 re-application fee. Re-admission will depend upon determination of the candidate’s ability to successfully complete the program. In such cases, candidates may begin at a point in the program that approximates where they were when they left. Their re-entry point will be determined in consultation with the Associate Director for School Leadership Programs on the NJ EXCEL Professional Standards Committee. In such cases, candidates will pay the remainder of the tuition based on the tuition rate at the time of their re-admittance to the program.
Termination

NJ EXCEL reserves the right to terminate candidates from the program for good reason (e.g. non-payment of tuition, non-performance or poor performance of program requirements, unethical behavior, plagiarism). Decisions related to termination of candidates are made by the Director of School Leadership Programs in consultation with faculty on the NJ EXCEL Professional Standards Committee.

Program Discontinuation

If the NJ EXCEL Program is discontinued for any reason by the FEA, candidates will receive full payment of tuition paid to date. However, book fees will not be returned as books remain the property of the candidates.

CANDIDATE RESPONSIBILITIES

Attendance and Punctuality 

All candidates are expected to attend all required class sessions and activities and to be punctual.

NJ EXCEL must verify attendance and completion of all instructional hours and activities required for State certification. Candidates are required to sign-in upon their arrival prior to class sessions beginning. Each candidate must sign in for him/herself. Given unpredictable circumstances that may arise and prevent candidates from being on time or having to leave early, fifteen (15) minutes of latitude will be provided at the beginning or end of the class session. Should someone arrive later than fifteen (15) minutes at the beginning of the session or need to leave earlier than fifteen (15) minutes before the end of the session, it is required that the candidates inform the instructor who will adjust the attendance sheet accordingly and note the number of hours attended. It is understood that NJ EXCEL candidates, as professionals, are on the “honor system” regarding sign-in and sign-out for attendance. 

Online Attendance and Completion Records Monitoring Systems

Attendance for all candidates is maintained on NJ EXCEL’s online attendance system by designated NJ EXCEL staff. Candidates are responsible for monitoring their own attendance at all required class sessions, tech sessions, and special sessions using NJ EXCEL’s online attendance system. Candidate “Completion Records” are also maintained online and should be checked on a regular basis by candidates to ensure that they are on track as they move toward completion of all program requirements. NJ EXCEL staff and E-Mentors also monitor attendance and program completion records as required.

Attendance Procedure

Candidates must be sure to personally SIGN-IN prior to the beginning of each class in the “Sign-In Book”, which will be placed at the front table of the training room. Candidates must sign-in separately for each AM and PM session for Saturday classes. 

Each candidate must sign him/herself in the Sign-In Book; no other signature is acceptable.  The Instructor will adjust the number of hours in the Sign-In Book as required if a candidate is late or leaves early.

The Sign-In Book will be removed by the Instructor before the end of class and submitted to the Administrative Assistant, who will enter attendance within 24 hours following each class session. E-Mentors are responsible for entering Inquiry Group attendance within 24 hours following each Inquiry Group meeting.

Make-Up Hours

Candidates are expected to make-up absences by attending sessions on the same topic with another cohort.

Candidates should check the online master schedule for all cohorts at all sites to plan make-up sessions.

Missed classes will appear as “shaded” in the “classes” section of the website.  To find an alternate date for a class missed, click on the “+” and a menu of options for make-up will appear. The term “make-up hours” is used to refer to the hours earned for attending class sessions with another cohort for specific classes/topics missed. Candidates must be sure to sign-in at the bottom of the Sign-In Sheet for the cohort whose class session they are attending. NOTE: If candidates are unable, for good reason, to make up a class for the same topic with another cohort, they are required to consult with the Associate Director who can approve the use of banked hours.
Candidates may earn up to eighteen (18) “banked hours” by attending the following: (1) SLLA Prep Sessions (Total 15 hours); and/or (2) Marketing Yourself Workshop (Total 3 hours). SSA Prep Sessions DO NOT count toward banked hours.

Banked hours may be applied toward absences for Inquiry Groups and required class sessions where make-up of specific class sessions/topics may not have been possible.

Banked hours are approved by the Associate Director based on careful review of the specific required sessions that were not attended and the validity of the related circumstances that may have impeded make-up of specific class sessions/topics.

NOTE: Attendance at random workshops and conferences

and participation in job-related activities will not be applied to make-up or banked hours.

Model 3:  All classes in instructional supervision must be attended or made up to qualify for the supervisor’s certificate.

FEA LEGAL ONE and NJ EXCEL Summer Law Institute
All NJ EXCEL candidates are required to attend a 15 hour Summer Law Institute, which incorporates the 12 hour FEA LEGAL ONE Program. NOTE: (1) Since LEGAL ONE is required by the State for all administrators and supervisors, NJ EXCEL candidates who are practicing supervisors may complete LEGAL ONE in their districts and will not have to complete 12 hours of the NJ EXCEL Summer Law Institute. In such cases, candidates must present verification from their districts that they completed LEGAL ONE, and will be required to complete an additional 3 hour Law Institute session. (2) NJ EXCEL candidates who are practicing supervisors may want to use the NJ EXCEL Summer Law Institute to meet the State requirement for LEGAL ONE. In such cases, the candidate will also have to complete online LEGAL ONE assessments and pay a fee of $100 to obtain the LEGAL ONE certificate of completion.  

Self-Assessments & Professional Growth Planning  All candidates are required to engage in an ongoing process of self-assessment, reflective practice, and professional growth planning.

Pre/Self-Assessments
  All candidates are required to complete an NJ EXCEL Pre/Self-Assessments at the beginning of the program, which are aligned with the New Jersey Professional Standards for School Leaders (NJPSSL) and the Technology Standards for School Administrators (TSSA). Pre/Self-Assessment data are used by candidates to identify their strengths and gaps in the knowledge, skills, personal dispositions, and emotional intelligence competencies, and to inform their professional growth planning and targeted learning experiences during the program.

Professional Growth Plan (PGP)  All candidates will develop a Professional Growth Plan (PGP) in consultation with their E-Mentors, which will guide leadership development and professional growth experiences for the candidate throughout the program. Each candidate will use the PGP to plan job-embedded and Internship experiences, projects, and other relevant experiences that address their professional growth targets.  It is important that all candidates record reflections of their leadership experiences throughout the program in the log portion of the PGP as an ongoing growth journal.
Readings
All candidates are expected to complete all required readings and instructional materials provided by NJ EXCEL within specified timelines and are encouraged to supplement these with recommended readings as appropriate.

Reflective Practice
Each candidate is required to engage in ongoing Reflective Practice related to readings, learning experiences, discussions, opinions, feelings, and professional growth during the program. Reflections are to be included in the PGP, the Online Network Community and the Chalk and Wire portfolio system as candidates deem appropriate. E-Mentors may use their discretion and set their own parameters with their Inquiry Groups related to when and what should be shared. Reflections should include those experiences and lessons learned that candidates view as significant to their learning and professional growth, whether they be on-the-job or during the Internship(s). The depth and relevance of the candidates’ reflections will be assessed throughout the program through a variety of project and experience rubrics.  The “Guide to Reflecting: Questions and Topics of Inquiry” will assist the candidate in framing their reflections into leadership practices.
Timelines for Completion/Submission of Work
All candidates are expected to complete/submit required Instructional Module Activities and required work in accordance with timelines established for modules and class sessions by instructors and by mentors for field-based experiences. Timelines are recommended for completion of required tasks, projects, presentations, etc. to guide candidates in planning their work during the program. However, it is generally understood that projects may not be completed and submitted until the end of the program, given the unique nature of each project.

Candidate Presentations

All candidates will be required to make individual and group presentations during seminars, as appropriate. NJ EXCEL will provide supplies and equipment, i.e. easel pads, markers, overhead and LCD projector. Transparencies and duplication of handouts or other supplies that may be needed for the presentation are the responsibility of each candidate. All candidates are required to make a formal PowerPoint presentation of their Action Research Projects at the end of the program using technology applications and will provide handouts as a means of presenting data and disseminating their findings, conclusions, and action plans to improve schools, teaching and student learning.

Use of Technology 

Candidates are required to use current technologies as appropriate and to the extent possible for all NJ EXCEL activities and projects. For example: PowerPoint will be used for presentations; Excel for analyzing data; use of the NJ EXCEL website (www.njexcel.org) for emailing and access to documents and resources, and the NJ EXCEL Online Learning Network (http://njexcel.ning.com) for online discussions, reflections, and dissemination of information and work; the Internet for research; and other technologies and applications as appropriate. NJ EXCEL will provide technology training for candidates who may have limited proficiency in these areas.  The NJ EXCEL Online Assessment System (http://www.chalkandwire.com/njexcel) will be used to develop a program portfolio which will provide E-Mentors the opportunity to assess candidate work online.  An Atomic Learning account assigned each candidate will provide the opportunity for the candidate to independently learn technology skills as outlined in their PGP.
Confidentiality

Candidates are expected to respect the privacy of fellow cohort members and maintain confidentiality of information that may be shared in discussions regarding personal opinions or matters related to specific schools and districts.

TECHNOLOGY TRAINING REQUIREMENT
All NJ EXCEL candidates are required to complete a minimum of 30  hours of technology learning experiences, which include a 3-hour Technology Orientation held at the beginning of the program, 21 hours of technology skills development, and 6 to 9 hours technology skills applications/work sessions depending on the program model to ensure that they have the requisite level of knowledge and proficiency for school leaders related to: technology skills and software applications; use of technology to improve personal, staff and school efficiency and productivity; and integration of technology to improve teaching and learning for all students. The national Technology Standards for School Administrators (TSSA) are used as the basis for determining the requisite knowledge, skills, and applications. 
NJ EXCEL emphasizes the role of technology in improving schools, teaching and student learning throughout its curriculum and learning experiences. Customized technology training includes technology “skill sets” for those who need them to ensure sufficient proficiency in the knowledge and use of current technologies and applications (i.e. PowerPoint, Excel, Google Tools) for all candidates. NOTE: Random workshops in districts, at conferences, ETTCs, etc. will only be accepted upon prior approval of the NJ EXCEL technology coordinator. 

A Technology Planning and Approval Form must be completed by all candidates and submitted to the NJ EXCEL Technology Coordinator prior to beginning their required technology learning experiences. Under the guidance of the NJ EXCEL Technology Coordinator, candidates use a Technology Proficiency Rubric to: (1) determine their technology growth targets; (2) determine levels of technology proficiency (Minimum/Basic; Intermediate; Intermediate/Advanced; Advanced), and (3) complete the Technology Planning and Approval Form, which must be submitted to the NJ EXCEL Technology Coordinator for review and approval through a reflective Chalk and Wire Portfolio Page.

Candidates are offered several paths to meeting the 21 hour technology skills and applications training requirement depending upon their level of proficiency: Plan A (Minimum/Basic) - Completion of 3 hour technology orientation plus 21 hours of NJ EXCEL basic technology skills sessions; Plan B (Intermediate) - Completion of 3 hour technology orientation plus 21 hours of combined NJ EXCEL technology skills sessions, plus web-based technology tutorials; PLAN C (Intermediate/Advanced) - Completion of 3 hour technology orientation plus 21 hours of combined web-based tutorials, and technology applications project; PLAN D (Advanced) - Completion of 3 hour technology orientation plus technology applications project demonstrating use of technology to improve schools, teaching, and student learning.

Candidates are required to maintain a reflective OLAS portfolio page to plan and document completion of their 21 hour technology requirement and all other technology-related learning experiences. This portfolio page will be submitted prior to the end of the program with documentation (i.e. proof of hours completed, application of learning and skills, technology project) to the NJ EXCEL Technology Coordinator, who must verify completion of the 21 hour technology requirement and related technology activities. 

Technology Applications/Work Sessions are scheduled for each cohort within the regular instructional schedule (2 for Model ½; 3 for Model 3). These Work Sessions provide time for candidates to further enhance and apply their knowledge and technology skills, and to work on their required projects and Leadership e-folios with technical support. 

INQUIRY GROUPS and E-MENTORING
All candidates are required to participate in Inquiry Groups, which meet regularly during the program to discuss readings, research, case studies, and project and leadership e-folio development under the guidance of an E-Mentor assigned to the group. Candidates and E-Mentors are given individual accounts for the NJ EXCEL Website (www.njexcel.org) for emailing and access to documents and resources, and the NJ EXCEL Online Learning Network (http://njexcel.ning.com) in which they are REQUIRED to participate as a means of engaging in ongoing online discussions to share their work and receive continual feedback. 

Inquiry Group (IG) Meetings
Following the E-Mentor/Inquiry Group Orientation at the beginning of the program, the Instructional Schedule includes Inquiry Group meetings as follows: Model 1/2 = eight (8) meetings (Minimum 24 hours); Model 3 = eleven (11) meetings (Minimum 33 hours). Additionally, Inquiry Groups are required to participate in online discussions and activities with their E-Mentor and fellow IG members (minimum 10 hours for Model 1/2 and 4; 15 hours for Model 3) using NJ EXCEL’s Online Learning Network (http://njexcel.ning.com).
As a general rule, Inquiry Groups meetings are intended to be used as follows:

>  The first meeting at the beginning of the program is focused on planning for professional growth and project development, and planning discussion sessions on readings, candidate reflections, lessons learned, and case studies;

> Meetings scheduled during the program are focused on discussion of readings, learning experiences, case studies, and project development;

> Quarterly Status Reviews (Q1, Q2, Q3, Q4) during which candidates present information to their E-Mentors that demonstrates their status and progress toward meeting required levels of proficiency for action research projects and presentation and the Leadership e-folio External Portfolio Review (EPR), and for other program requirements using the Quarterly Progress Review Checklist for each model (NOTE: These meetings also include discussions of readings, case studies, and instructional module activities as time permits.);

> Meeting(s) at the end of the program for Action Research Presentations where candidates are scheduled approximately every half hour (15 minute presentation + 15 minutes Q&A) to present their action research to Inquiry Group members and E-Mentors who discuss each presentation and provide feedback. E-Mentors assess presentations using the Action Research Presentation Rubric. 

Quarterly Status Reviews focus on the E-Mentor determining the status of the candidate related to meeting all program requirements by the end of the program using the Quarterly Progress Review Checklist, AND whether or not the candidate is READY to present his/her action research and Leadership e-folio for the External Portfolio Review (EPR). The E-Mentor MUST approve both the action research and Leadership e-folio for the EPR to be scheduled.

Transition Points Transition Points are noted in the instructional schedule at the time of the Quarterly Status Reviews and serve as benchmarks during the program for determining the candidate’s STATUS and PROGRESS, and their READINESS to advance to the next level of the program, which will be based on their E-Mentors’ recommendations.

NOTE: Model 3 candidates are eligible to apply for supervisor certification at approximately 8 months into their programs provided they have completed IG meetings and required class sessions and instructional module activities for EDL 0022, EDL 0061, and EDL 0052 (30 hour Supervisory Internship), and have paid at least one-third of their tuition and ALL books delivered to date. It is not required that they have completed their Supervisory Projects, but progress in this area must be demonstrated. E-Mentors MUST review candidates’ status and approve their eligibility for supervisor certification.

E-Mentor Summative Assessment Conference Following the action research presentations, E-Mentors are required to schedule an individual Summative Assessment Conference with each candidate during which E-Mentors will review and assess the candidate’s Leadership e-folio and discuss the draft of his/her Summative Assessment with the candidate.  Candidates will have the opportunity to comment in writing prior to the final Summative Assessment being submitted by the E-Mentor within 2 weeks of the Summative Assessment Conference.

PROJECT-BASED LEARNING

Candidates are required to engage in individual & collaborative projects in conjunction with their job-embedded experiences and Internships, which will follow NJ EXCEL specifications and standards for project development. Projects will evolve from candidates’ self-assessments and PGPs, and from identified authentic problems in their schools/districts and consultations with their E-Mentors and I-/S-Mentors.
All candidates in Models #1, #2, and #3 are required to complete three field-based projects: one job-embedded Action Research Project focused on improving schools, teaching and student learning; one Job-Embedded Project focused on an area(s) related to enhancing the candidate’s understanding of “diversity” of students, families and communities, and addressing diverse student needs by improving schools, teaching and learning; and one School-Based Internship Project focused on one or more specific professional growth targets. The candidates’ e-mentor will approve and assess the action research project and the job embedded project.  The School-Based Internship Project will be approved and assessed by the principal (I-Mentor) with whom the candidate is working.

All candidates in Models #2 and #3 also complete a Supervisory Project in an area(s) related to instructional supervision (i.e. curriculum development, staff evaluation) under the guidance of an S-Mentor who also assesses the project. 

Project Drafts
All candidates are required to submit project drafts to their mentors at specified timelines during the program (electronic or hard copy) as agreed upon with their mentors. Mentors will review project report drafts using project assessment rubrics to provide feedback to assist candidates in meeting required project proficiency ratings.

Final Project Assessment

All candidates will submit a Chalk and Wire Portfolio page for each project completed to the mentor who is responsible for assessing the project using the appropriate NJ EXCEL Project Assessment Rubrics. The Project Assessment Report with comments will be returned to the candidate for feedback. The School-Based and Supervisory mentor’s final Project Assessment Report will be submitted to the E-Mentor who will post the project on the On Line Assessment System and record the score on the NJ EXCEL website. 

FIELD-BASED INTERNSHIPS

All candidates are required to complete one or more field-based Internships in addition to the required instructional hours. Candidates in Models #1, #2, and #3 are required to complete a School-Based Internship with a principal (minimum 90 hours on-site). Candidates in Model #3 are also required to complete a Supervisory Internship with a supervisor (minimum 30 hours on-site).

School-Based Internships for Models #1, #2, and #3 are scheduled concurrently with NJ EXCEL’s instructional schedule and typically in a district or school other than the one in which the candidate is currently employed to provide exposure to a different educational setting (i.e. different type of district, community, grade levels) and further broaden and enhance the candidate’s professional growth. Should an external Internship not be feasible, NJ EXCEL staff will work with the candidate and his/her district to arrange a suitable internal Internship that addresses his/her professional growth needs.  In such cases, some intra-/inter-district activities may be incorporated into the Internship to broaden candidates’ exposure to other educational settings. The principal at the Internship site will serve as the Internship Mentor (I-Mentor) for all candidates assigned to School-Based Internships. Schools and I-Mentors are selected by the NJ EXCEL Internship Coordinator in consultation with candidates from an approved list. NJ EXCEL will give every consideration to geographical convenience or other critical factors that may impact the ability of the candidate to successfully complete all School-Based Internship requirements. Several candidates will be assigned to the same school whenever possible to encourage and provide opportunities for collaboration and peer support.

Supervisory Internships for Model #3 are scheduled for completion during the first eight (8) months of the program since it is required for Supervisor Certification. The 30-hour Supervisory Internship is an on-site experience that focuses on the role and responsibilities of the supervisor and may take place in the candidates district/school or another district/school depending upon the candidate’s needs. The Supervisory Mentor (S-Mentor) is a practicing supervisor or a practitioner with experience as a supervisor who is selected from an approved list by the NJ EXCEL Internship Coordinator in consultation with the candidate. The same S-Mentor may also be assigned to the same candidate for the Supervisory Project, or another S-Mentor may be assigned based on the candidate’s needs.

Internship Scheduling

Scheduling of Internship activities is flexible and determined by the candidate and his/her mentor based on the school/district schedule and nature of the experiences planned to address the candidate’s professional growth targets. Both the candidate and mentor are responsible for ensuring that the candidate meets all Internship program and time requirements. Candidates are encouraged to schedule additional time with their mentors to the extent possible to optimize the depth and breadth of their Internship experiences.

Mentoring

All mentors will plan activities with candidates, observe candidates as appropriate, hold regular individual and group meetings with candidates as needed, and use email for continual communication related to Internship experiences. Mentors will also assess candidates in accordance with NJ EXCEL policies and procedures. All candidates and their mentors are required to exchange e-mail addresses and other contact information.

Internship Projects

All candidates are required to complete a project(s) related to their field-based Internship(s). Candidates in Models #1, #2, and #3 are required to complete one School-Based Internship Project focused on one or more specific growth targets. School-Based Internship Projects are assessed by the I-Mentor, and School Administrator Internship action research projects are assessed by the E-Mentor.

SITE VISITS AND FIELD OBSERVATIONS

All candidates in Models #1 and #2 will have one (1) site visit and one (1) field observation during the School-Based Internship; and all candidates in Model #3 will have one (1) site visit during the Supervisory Internship, and one (1) site visit and one (1) field observation during the School-Based Internship. All candidates in Model #4 will have one (1) site visit and one (1) field observations.

Site visits/field observations are conducted by an NJ EXCEL Field Supervisor who is assigned to each candidate by Inquiry Group at the beginning of the program. Site visits/field observations are generally conducted as follows: 

For Models #1 and #2 – During the two (2) months following the Internship Orientation, one (1) site visit to the candidate’s School-Based Internship site to meet with the candidate and his/her I-Mentor, review requirements and plans for the Internship, and discuss how the Internship is progressing; during the last five (5) months of the program, one (1) formal field observation to observe an appropriate activity(ies) conducted by the candidate in a leadership role that provides an opportunity for him/her to demonstrate his/her leadership competencies as measured by the leadership standards, a post-observation conference with the candidate, and discussion regarding the candidate’s progress with his/her I-Mentor.

For Model #3 -- During the two (2) months following the Internship Orientation, one (1) site visit to the candidate’s Supervisory Internship site to meet with the candidate and his/her S-Mentor, review requirements and plans for the Supervisory Internship, and discuss how Internship is progressing; during the first two (2) months of the School-Based Internship, one (1) site visit to the candidate’s School-Based Internship site to meet with the candidate and his/her I-Mentor, review requirements and plans for the School-Based Internship, and discuss how the Internship is progressing; during the last five (5) months of the program, one (1) formal field observation to observe an appropriate activity(ies) conducted by the candidate in a leadership role that provides an opportunity for him/her to demonstrate his/her leadership competencies as measured by the leadership standards, a post-observation conference with the candidate, and discussion regarding the candidate’s progress with his/her I-Mentor.

Site Visits: Purpose

Field Supervisors conduct site visits to: (1) monitor Internship experiences to ensure program standards are met;  (2) provide additional support to candidates and mentors; (3) hold conferences with each candidate and mentor during each site visit to ensure that the internships and related field experiences (i.e. projects) are progressing as intended and planned; (4) determine any problems or concerns on the part of the candidate or mentor, and to address them directly or report them to the NJ EXCEL Internship Coordinator as appropriate; (5) interact with each candidate and make general observations related to his/her internship experiences and his/her professional growth during the program as part of candidate performance assessment; (6) conduct “field observations” of a specific activity(ies) in which the candidate is engaged to assess his/her leadership competencies as measured by the leadership standards, conduct a post-observation conference, and provide feedback; (7) hold a conference with each candidate’s mentor during the final site visit to review/discuss the candidate’s progress, completion of Internship requirements, and the mentor’s summative assessment of the candidate’s performance. NOTE: Field Supervisors are expected to share information from site visits with the NJ EXCEL Internship Coordinator, and will follow program policies regarding confidentiality.

Field Observations: Purpose

The Field Observation has multiple purposes, specifically providing an opportunity to: (1) have candidates demonstrate their personal dispositions and emotional intelligence competencies, knowledge and skills, and ability to effectively apply school leadership practices in an authentic setting, as measured by state and national standards for school leaders; (2) observe the candidate “in action” as he/she steps into a school leadership role and performs various leadership functions; (3) assess candidates’ professional growth and competencies related to their personal dispositions and emotional intelligence competencies, leadership knowledge and skills, and effective applications of school leadership practices; (4) provide feedback and stimulate reflective practice related to the Field Supervisor’s observations and the candidate’s self-assessment of his/her competencies and performance; (5) use information and feedback from the observation for ongoing professional growth planning; and (6) provide an additional opportunity for candidates to discuss their leadership development and any issues and concerns they may have with experienced school leaders who can provide support.

Field Observation Planning and Approval

Typically, field observations are conducted for each candidate during the last 4-5 months of the program. However, exceptions may be made as appropriate. Though the field observation is intended to be completed at the Internship site, it can be completed within the candidate’s district if appropriate and with prior approval from the Field Supervisor and Internship Coordinator.

When candidates are ready for their field observations, they will download and complete the Field Observation Planning and Approval Form. Candidates email their completed forms to their E-Mentors and assigned Field Supervisors for review. Candidates are encouraged to consult with their E-Mentors and Field Supervisors regarding possible activity(ies) to be observed prior to submitting the Field Observation Planning and Approval Form. The activity(ies) to be observed MUST place the candidate in a leadership role.

The activity(ies) to be observed must be reviewed by the E-Mentors and Field Supervisors before the field observation will be scheduled. Once reviewed, Field Observations will be scheduled by the candidate and his/her Field Supervisor. The length of time scheduled must be sufficient to allow effective observation of the planned activity(ies) plus a post-observation conference. Candidates are encouraged to have their Field Supervisors shadow and observe them in more than one leadership activity, if possible. 

Post-Observation Conference

Following each scheduled Field Observation, a Post-Observation Conference is required during which Field Supervisors discuss the following with the candidates: (1) the observation in general; (2) their assessment of candidates’ demonstration of their personal dispositions and emotional intelligence competencies, knowledge and skills, and ability to effectively apply school leadership practices; and (3) feedback related to the observation and assessment to inform candidates’ continuing professional growth.

Field Observation Assessment

Following each Field Observation conference, the Field Supervisor will electronically share with the candidate a draft of the Field Observation Assessment Report for his/her review and comments. The candidate will return the draft Report electronically to the Field Supervisor, who may modify the draft as needed. Copies of the final Field Observation Assessment Report will be transmitted to the candidate for professional growth planning and inclusion in his/her Leadership Portfolio. The signed original copy of the final Field Observation Assessment Report will be submitted by the Field Supervisor to the NJ EXCEL Administrative Assistant within two (2) weeks of the field observation.

CANDIDATE ASSESSMENT & EVALUATION

Performance-Based Assessment

Candidates’ projects and other required activities will be assessed using the appropriate NJ EXCEL Assessment Rubrics, which are aligned with the NJ EXCEL School Leader Standards Framework and the NJ EXCEL Candidate Performance Assessment Rubric and Criteria to ensure consistency with the standards across all assessors (E-Mentors, I-Mentors, S-Mentors, Field Supervisors, and External Portfolio Review Panel.

Standards-Based Rubrics

NJ EXCEL uses Standards-Based Rubrics to assess candidates’ knowledge, skills, personal dispositions and emotional intelligence competencies as demonstrated on specific projects, presentations, field observations, Internship experiences, Leadership e-folios, and other settings as appropriate. Standards and rubrics are provided to all candidates and carefully reviewed at the beginning of the program and prior to the beginning of projects and activities.

Standardized Assessment

All candidates are required to take and pass the appropriate State certification test (School Leader Licensure Assessment/SLLA for principal certification prior to completing the program or applying for State certifications as part of their program completion requirements. Candidates are responsible for registration and costs related to State tests. NJ EXCEL provides SLLA and SSA Prep Sessions to assist candidates in preparing for these tests.

Working Portfolio

Each candidate is required to maintain an online “working portfolio” in which required Instructional Module Activities, projects and work samples/artifacts are included as the candidate progresses through the program. The “working portfolio” is reviewed regularly with E-Mentors in Quarterly Status Reviews to determine candidates’ progress.  The portfolio is located on www.chalkandwire.com/njexcel.
External Leadership Portfolio Review (EPR)

Each candidate is required to prepare a Leadership e-folio (electronic portfolio) at the end of the program for presentation to an External Portfolio Review (EPR) Panel, which consists of principal practitioners who assess each Leadership e-folio presentation using the “NJ EXCEL Leadership e-folio Rubric”. The EPR is a key component of a comprehensive summative assessment of the candidate’s professional growth and enhanced knowledge, skills, personal dispositions and emotional intelligence competencies, and application of school leadership practices. The EPR is also intended to provide feedback to candidates related to their continued professional growth planning and professional goals. Leadership e-folio presentations will be made in electronic format. The EPR provides candidates with an opportunity to present their work and discuss their professional growth, evidence of their performance as aspiring school leaders, and future professional goals. Candidates may use PowerPoint or the On Line Assessment System (OLAS) to present their EPR’s.

Each candidate determines which artifacts best represent his/her leadership knowledge, skills, personal dispositions and emotional intelligence competencies, and performance across the seven NJ EXCEL School Leader Standards. Candidates are required to consult with their E-Mentors and peers in making this determination. Artifacts selected by the candidate for his/her Leadership e-folio presentation should be those that the candidate feels best represent his/her professional growth and ability to effectively apply school leadership practices. Artifacts that are required to be included in the presentation e-folio include the candidate’s: personal educational platform (a) philosophy of education; (b) vision for school leadership; and (c) personal code of ethics. 

Technology skills sessions, work sessions, and technical support are offered on a regular basis during the NJ EXCEL Program to assist candidates in acquiring and applying the technology skills necessary to create their Leadership e-folios.

External Portfolio Reviews will be scheduled individually at each site. Candidates receive 3 hours credit for the EPR. Each candidate will be scheduled for 75 minutes with the EPR Panel, which will consist of two principal practitioners. The EPR Assessment will be prepared by a member of the panel. E-Mentors may participate in EPRs for candidates who are not in their IGs. The EPR presentation will include a summary of the Action Research Presentation for the EPR Panel as part of the Leadership e-folio presentation.

NOTE: Candidates will have the opportunity to indicate general timelines (i.e. a month, day, time) when they are ready to complete their EPRs. From this information, a specific date and time will be assigned. All candidates are expected to present on the date and time scheduled. If a candidate must cancel, staff will attempt to fill that scheduled time with another candidate. If it is not possible to schedule another candidate, the candidate who canceled will be responsible for paying $150, which is the cost of paying the EPR Panelists. This $150 cost will be added to the candidate’s tuition bill as an additional fee.

Performance Ratings/Grading

NJ EXCEL will not give traditional grades (A, B, etc.) to candidates for projects and other required assignments. Candidates will receive performance ratings based on the appropriate standards-based rubrics using the following Rating Scale: Little/No Proficiency Demonstrated (Rating= 1); Limited Proficiency/Developing (Rating = 2); Proficient (Rating = 3); and Proficient With Commendation (Rating = 4). 

NOTE:   All candidates are expected to receive at least a “Proficient” rating in all required performance areas. Projects or other assignments are not considered completed until the “Proficient” rating is attained.

Final Evaluation/Grading

NJ EXCEL will not give traditional grades (A, B, etc.) to candidates upon completion of the program. Candidates will receive a final Summative Assessment Report that incorporates all program requirements and performance ratings. Final Evaluation will be given as follows: Pass With Commendation (Candidate has met all program requirements and consistently received ratings of Proficient With Commendation); Pass (Candidate has met all program requirements with a rating of “Proficient” in each category); Incomplete (Candidate has not completed all requirements and has submitted written request for program extension); Did Not Pass (Candidate has not completed all requirements and/or has not achieved a “Proficient” rating in each performance area as required.
Assessment and Evaluation Meetings

The NJ EXCEL  Director and Associate Director(s) for School Leadership Programs and  designated staff/faculty from each site meet regularly on a quarterly basis (approximately every three (3) months) and meet/confer as needed to review candidate assessment and program evaluation data to: (1) monitor candidate progress, unit operations, program quality, and faculty performance; (2) identify areas and make recommendations for improvement of unit operations and program quality (i.e. curriculum, instruction, field-based clinical experiences); (3) identify problem areas related to faculty performance; (4) identify positive and negative trends in candidate progress and development of required competencies.

The EXCEL staff also regularly reviews and makes recommendations for improvement of the Candidate Assessment System, including its overall design and components, assessment plan and components, candidate assessment and program evaluation instruments and procedures, scoring guides and rubrics, types of data collected and used, information technology and web-based systems to facilitate comprehensive and timely collection, analysis, and synthesis of assessment and evaluation data.

The EXCEL staff also monitors candidate assessment instruments to ensure that they are fair, consistent, and unbiased in their development, implementation, and interpretation. Particular attention is paid to ensure that there is no potential adverse impact of assessments on a diverse pool of candidates. 
Candidate assessments, scoring guides and rubrics are consistent in their alignment with the professional standards. All assessors attend an Orientation where all assessments and assessment procedures are carefully reviewed, and support is continually provided by staff as needed. Staff also monitor assessments and review them to ensure that assessors are being sufficiently thorough in their responses to assessment questions, and consistent with assessment criteria and rubrics that are aligned with professional standards. In cases where assessors may not have responded to assessment questions with sufficient depth, breadth and clarity, the designated staff will contact the assessor and request further information or clarification as needed. In such cases, the staff member does not provide or request information that influences the assessor’s assessment, but merely points out that more information or clarification is needed to support his/her statements based on the professional standards. This is done to ensure consistency of the assessments with the professional standards and feedback provided to candidates that is specific to their demonstrated competencies and proficiencies as measured against the professional standards.

COMPLETION OF PROGRAM REQUIREMENTS

Upon successful completion of all NJ EXCEL program requirements, candidates will receive an NJ EXCEL Certificate of Completion. NJ EXCEL will give proper notification of completion to relevant parties (i.e. candidates’ school districts) upon request of the candidate.

PROFESSIONAL STANDARDS COMMITTEE (PSC)

NJ EXCEL maintains the highest standards for candidate performance and ethical behavior. To this end, the NJ EXCEL Professional Standards Committee (PSC) is responsible for reviewing candidates’ work or circumstances that are called into question related to meeting NJ EXCEL standards, program requirements, and conditions set forth in the “Academic Integrity Policy.” The Professional Standards Committee is chaired by the Associate Director for School Leadership Programs and includes members of the NJ EXCEL faculty. Faculty, mentors, and candidates may refer relevant issues to the PSC, which will thoroughly review the matter and consult with all relevant parties. The PSC will confer with the Director for School Leadership Programs as required, and will notify all relevant parties of the PSC’s final decision.

ACADEMIC INTEGRITY POLICY

NJ EXCEL is committed to nurturing the growth of academic and professional values, personal and professional ethics, and professional and social responsibility in its candidates. Academic integrity is central to this growth and is defined as a commitment, even in the face of complex challenges, to the following fundamental values and behaviors: honesty, trust, fairness, respect, and responsibility. Academic integrity is a professional obligation of all those connected with the NJ EXCEL Program: candidates, faculty, mentors, and staff. Academic dishonesty must be reported and actively addressed; there is no neutrality. 

Definition of Terms

Cheating is an act of deception by which a candidate misrepresents his/her mastery of material on an assessment, project or other learning activity. Examples include but are not limited to: copying from another candidate’s work; allowing another candidate to copy one’s work; using unauthorized materials or notes during an assessment; unauthorized collaboration with another person on a required learning activity; unauthorized access to or use of someone else’s computer files; possessing assessments without prior authority of the instructor/mentor.

Plagiarism occurs when a person represents someone else’s words, ideas, phrases, sentences, or data as one’s own work. When a candidate submits work that includes such material, the source of that information must be acknowledged through complete and accurate references. All verbatim statements must be acknowledged by means of quotation marks. Examples of plagiarism include, but are not limited to: one person quoting another’s words directly without acknowledging the source; using another’s ideas, opinions or theories without acknowledging the source, even if completely paraphrased in one’s own words; using facts, data, or other illustrative material taken from a source, without acknowledging the source, unless the information is common knowledge; using words or work of others taken from the internet without acknowledging the source(s).

Fabrication refers to the deliberate use of invented information or the falsification of research or other findings with the intent to deceive. Examples of fabrication include, but are not limited to: citing information not taken from the source indicated; listing sources in a bibliography or other report not used in one’s project; fabricating data or source information in projects or other learning activities; taking a test or completing a project or other learning activity for another person or asking another person to do this; misrepresenting oneself or providing misleading or false information in an attempt to access another user’s computer account.

Academic Misconduct further includes, but is not limited to: changing, altering, falsifying or being accessory to the changing, altering or falsifying of assessment reports, transcripts, or other official program documents, or accessing computers for that purpose; stealing, buying, selling, giving away or otherwise obtaining all or part of any un-administered test/assessment, completed project or other learning activity; submitting written work to fulfill more than one program requirement without explicit permission of instructors; unauthorized collaboration with any person in preparing work related to program requirements; coercing any other person to engage in academic misconduct.

Process and Penalties for Violations for Academic Integrity

Penalties are classified into two levels based on the seriousness of the violations and appropriate penalties.

Level 1 Penalties apply in circumstances involving ignorance or inexperience on the part of candidate(s) committing the violation and ordinarily include a minor portion of the required work (e.g. improper documentation of sources or unauthorized collaboration on a required learning activity). At this level, penalties are considered primarily an academic issue and not necessarily disciplinary. Penalties may include re-doing the assignment, making up the assignment with no-credit for the work in question, or completing an additional assignment. These penalties are subject to the discretion of the faculty member, who must meet with the candidate to discuss the allegation and possible penalties. The faculty member should document all communications related to the matter, and report his/her recommended penalty to the Professional Standards Committee (PSC) for their review and approval.

Level 2 Penalties apply to incidents that are more serious in nature, involve pervasive dishonesty, and affect a significant aspect or portion of satisfactory completion of program requirements (e.g. copying from or giving unauthorized assistance to another, plagiarizing major portions of an assignment, using unauthorized material on an assessment, altering assessment reports, using someone else’s work to meet program requirements). These acts MUST be reported to the Professional Standards Committee (PSC), which will meet with all relevant parties to review the matter and determine appropriate penalties. At this level, possible penalties include immediate termination from the program. Candidates may appeal the PSC recommendation using the Candidate Appeals Process. A written record will be maintained of all proceedings and placed in the candidate’s file. 

CANDIDATE APPEALS PROCESS

Candidates may appeal NJ EXCEL faculty and staff decisions related to their program and completion status, including performance assessment ratings. The process includes the following levels:
Level 1:
A candidate may submit a written request to the Director of School Leadership Programs regarding his/her concerns. The written request must specify all details describing the nature of his/her concerns and the resolution sought. If appropriate, the Director will refer the matter to the Professional Standards Committee (PSC). A meeting will be held between the PSC and the candidate, and other relevant parties, to thoroughly review the matter. Within ten (10) days following this meeting, the PSC Chair will inform the candidate in writing of the disposition of the matter discussed, with a copy to the Director. 
Level 2:
If the candidate’s concerns are not resolved at Level 1, he/she may pursue the matter with the Director. Within ten (10) days of receiving the PSC’s determination of the matter at Level 1 in writing, the candidate must submit a written request to the Director to appeal the PSC decision. If deemed appropriate, the matter will be reviewed by the Director who will meet with the candidate and other relevant parties within ten (10) days of receipt of the candidate’s letter. Within ten (10) days of completing its review, the Director will inform the candidate and PSC Chair of the disposition of the matter in writing with any appropriate recommendations.
Level 3:
If the candidate’s concerns are not resolved at Level 2, he/she may pursue the matter with the President of the FEA. Within ten (10) days of receiving the Director’s disposition of the matter at Level 2 in writing, the candidate must submit a written request to the President of the Organization with copies to the Director and PSC Chair to appeal the PSC’s and Director’s disposition of the matter. If deemed appropriate by the President, a hearing will be held with the faculty member and other relevant parties within ten (10) days of receipt of the faculty member’s letter. The candidate will be permitted to be accompanied by an advisor of his or her own choosing who may act as counsel. Within ten (10) days of this hearing, the President will inform the Director, PSC, and candidate of his/her decision regarding disposition of the matter in writing.
If the candidate’s concerns are not resolved at Level 3, he/she has the right to pursue the matter through appropriate legal channels. Documentation will be maintained at each level of the appeals process. 

PROGRAM EVALUATION

NJ EXCEL conducts formative and summative program evaluations, including a longitudinal study of the program related to its impact on the performance of candidates after they are hired as new school leaders. All candidates are required to participate in the program evaluation process (i.e. surveys, focus groups, individual interviews). Alumni must give permission for data collection for follow-up study in schools where they are hired as new school leaders, which may include collection of data from immediate supervisors, staff, and parents. In all instances, candidates remain anonymous and their individual identities will not be used or disclosed in resulting reports.

STATE CERTIFICATION REQUIREMENTS

Candidates completing NJ EXCEL are responsible for completing the State’s Application for Licensure and paying all costs related to obtaining Certificates of Eligibility for Principal or School Administrator, and their certification for Supervisor and Director for School Counseling Services. NJ EXCEL’s Certification and Transcripts Officer completes required documentation verifying program completion and submits completed applications to the NJDOE. NJ EXCEL works closely with the NJDOE to expedite the certification process to the extent possible.

INCLEMENT WEATHER

NJ EXCEL will cancel class sessions and other activities in cases of inclement weather. The meeting time for all cancelled sessions will be made up within the cohort’s instructional schedule if possible. If this is not possible, sessions will be added to the instructional schedule to ensure that the required instructional hours are met. 

Typically, on weekdays, a decision to cancel will be made no later than 2:00 pm; on Saturdays, a decision will be made by 7:00 am. When NJ EXCEL classes are cancelled: a group email will be sent to notify all cohort members and faculty; a message will be left on the NJPSA/FEA voice mail (609) 860-1200; and a notice will be posted on www.njexcel.org. These procedures apply to all sites where NJ EXCEL classes are held. 

Cancellation of classes at the northern site in Florham Park or southern site at Williamstown High School in Monroe Township (Gloucester County) will occur when the School Districts are closed due to inclement weather. 

NOTE: If bad weather conditions begin close to the time or after class sessions begin, a decision will be made regarding the early closing of classes and will be communicated to the Administrative Assistant to inform instructors. Instructors are also expected to use their discretion and good judgment regarding ending class early under these conditions.

E-Mentors and Inquiry Groups are also required to develop telephone chains and a process to notify each other as another measure to ensure that everyone is informed when classes are cancelled. 

CANCELLED CLASSES

Typically, classes are cancelled only for inclement weather or other emergency situations. Cancelled classes will be made up using “Make-Up Dates” built into the regular master cohort schedule or other dates that may need to be added to the schedule depending upon the number of cancellations necessary. Appropriate adjustments will be made to the syllabi related to the topics and programs that were scheduled for cancelled sessions.

CELL PHONE USE

Candidates are required to keep cell phones and beepers turned off during all classes and Inquiry Group meetings. If an emergency situation exists that requires a candidate to keep his/her cell phone or beeper on during a session, the candidate should inform the Instructor/E-Mentor and request same.

LAPTOP COMPUTER USE

Laptop Use
Candidates are encouraged to use laptop computers for note-taking and specific activities/assignments in class sessions, for professional use at work, and for personal use. However, laptops are not to be used during class sessions for any other purpose than activities that are specifically related to that class. The expectation is that everyone is fully engaged in the class activities and not distracted. Therefore, checking emails, doing other work (whether EXCEL-related or job-related) is not acceptable. The same holds for doing other work that may not involve the laptop (i.e. grading papers). This is both a practical and professional issue. The practical issue is that information is being presented and discussed that will be useful to candidates and distractions marginalize their full benefit to all. The professional issue is that it is discourteous to the instructors and to others in the cohort who are fully engaged. Instructors are responsible for reminding cohorts and individuals of this policy as may be necessary to ensure that everyone is fully engaged in all class activities.

E-MAIL and INTERNET USE

The use of the FEA’s email and internet system is a privilege limited only to authorized users and only for business or educational purposes of FEA, including the programs it sponsors. More specifically, the following shall apply to the FEA’s email and internet system:

(a) The email and internet system is the property of the FEA to which no expectation of privacy shall be attached. The FEA reserves the right to access all email and internet messages sent or received by any user without the permission of the user.

(b) The email and internet system may not be used for personal use, game playing, illegal activity, gambling, or commercial use not associated with the FEA.

(c) The email and internet system may not be used to send FEA copyrighted materials, proprietary information, or any such similar materials without specific written authorization by the FEA or a designated representative of the FEA.

(d) The email and internet system may not be used to download or transmit materials that are offensive, obscene, vulgar or threatening, or which have sexual implications, or which discriminates on the basis of race, sexual orientation, age, national origin or disability, and it may not be used to transmit material that may be considered objectionable by the recipient.

(e) Violators of the email and internet policy are subject to disciplinary action up to and including termination. 

EQUAL EMPLOYMENT AND EDUCATIONAL OPPORTUNITY

The following policies and procedures related to Equal Employment and Educational Opportunity, non-discrimination, and sexual harassment apply to administrative and support staff, full- and part-time faculty, and candidates.

Equal Employment and Educational Opportunity/ Non-Discrimination
FEA and NJPSA will provide equal employment opportunity without regard to race, color, sex, age, disability, religion national origin, marital status, sexual orientation, ancestry, political belief or activity, or status as a veteran.

It is FEA/NJPSA policy to comply with all the relevant and applicable provisions of the Americas with Disabilities Act (ADA). FEA and NJPSA will not discriminate against any qualified employee, consultant, job applicant, program applicant, or program participant with respect to any terms, privileges, or conditions of employment because of a person’s physical or mental disability. Reasonable accommodation will be made wherever necessary for all employees, consultants, job applicants, program applicants, or program participants with disabilities, provided that the individual is otherwise qualified to safely perform the duties and assignments connected with the job and provided that any accommodations made do not require significant difficulty or expense.

Sexual Harassment

FEA and NJPSA are committed to providing a work and learning environment that is free of harassment (verbal and/or physical) based on gender, race, religion, national origin, ethnic background, color, age, sexual orientation or disability. The goal of FEA/NJPSA is to maintain a work and learning environment that are supportive, respectful of all employees, consultants, and program participants, and free from intimidation, hostility or other similar conduct, which may interfere with work performance and learning.

Sexual harassment may include unwelcome sexual advances, request for sexual favors, verbal or physical contact of a sexual nature, or harassment based on gender or sexual preference that cause and creates an intimidating, hostile or offensive working and learning environment.

Any incidents of harassment are to be reported immediately to the Executive Director or designee. All such reports are to be promptly investigated with due regard to the privacy of the individuals involved. Any employee, consultant, or program participant found to have harassed an employee, consultant, or program participant will be subject to disciplinary action, which may include termination of employment or termination from the program. Employees consultants, or program participants making good faith reports of alleged harassment shall suffer no adverse action. Individuals found to have exhibited conduct that constitutes harassment by another employee consultant, or program participant shall be liable for such actions of any consequences hereof.

SAFE, SECURE, and HEALTHY LEARNING ENVIRONMENT

Safety

Both the FEA/NJPSA central facility and the northern site facility are single level buildings with no stairs. Ample parking is available with parking lots adjacent to the buildings that are well lit to ensure security in the evenings. Both sites have fire alarms, fire exits, and other security measures that comply with local safety ordinances. 

Security

The FEA/NJPSA training facility maintains a contract with Alarm Guard Security Services, which provides 24-hour security protection. All doors, windows and glass are protected from entry through an alarm system with illegal entry detectors as well as motion detectors. Should unauthorized entry occur, both the local police department and designated staff are contacted by the security company. Only authorized staff have keys and identification codes to open the building and secure it when not in use.

Healthy Environment

Organization and Unit policies and procedures ensure a non-smoking and drug free environment, and quick response to accidents and illness at its central location. 

Drug Free and Alcohol Free Workplace Policy:  Any employee, consultant or program participant who comes to work or attends program activities while under the influence of alcohol or a controlled dangerous substance will be subject to disciplinary action, including dismissal or termination from the program.

Non-Smoking Policy:  Employees, consultants and program participants are not permitted to smoke in the building or on the grounds. 

Reporting Accidents:  Employees are required to report any accidents that occur during work hours on the property or while on Unit business, and during any program activities. Accident reports must be filed with the Organization’s President or designee within 24 hours of the accident or incident.

Emergency Procedures:  The President of the Organization will designate a senior staff member to whom any emergency (including but not limited to fire, flood, or health related emergency) shall be reported. The designee will have available all contacts to whom/which the emergency needs to be reported. Similarly, with respect to any sites where programs may be held other than the central location, an individual will be designated as contact person for any emergency that may occur.

Emergency Medical Procedures:  First Aid and emergency supplies and equipment (i.e. first aid kits, defibrillator) are readily available, and staff have been trained in use of supplies and equipment as well as emergency medical procedures (i.e. CPR) in case of accidents and illness during work hours and hours of program operation.
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